LOWELL PUBLIC SCHOOLS
LOWELL, MASSACHUSETTS

COORDINATOR OF EXTENDED TIME PROGRAMS
(Interim One-Year Position)

JOB DESCRIPTION

The primary function of the Coordinator of Extended Time Programs is to organize, direct and
evaluate all Lowell Public School programs conducted outside the course of the normal school
time and school year. This includes all programs and activities conducted by the Lowell Public
Schools that support learning, leading to enhanced academic student performance before and after
school, in the evening, on weekends, during school vacations and during the summer.

PROFESSIONAL REQUIREMENTS:
1. A master’s degree from an accredited college or university.

2. A Commonwealth of Massachusetts teacher’s certificate/license valid for service in the
public elementary or secondary levels.

3. A minimum of five years successful experience in elementary and/or secondary school
environment.

4, Ability to organize, plan and support both short-term and long-term extended time
programs and activities that enhance the academic achievement of students.

5 Experience in parental and community involvement initiatives.

6. Supervisory experience preferred.

REPORTS TO: Assistant Superintendent for Student Support Services

EFFECTIVE DATE OF EMPLOYMENT: As soon as possible after posting period closes
Work Year: 215 Days

SALARY: As per contract

This posting will be effective as of July 11, 2005 through August S, 2005. Applications must be
received in the Office of the Assistant Superintendent for Personnel from 8:00am to 4:00pm
during this time only.

Please submit a letter of application, resume, official transcripts, Copy of Massachusetts
certification/license, letters of reference (3) and other pertinent data to:

Susan J. Duggan
Assistant Superintendent for Personnel
Lowell Public Schools
155 Merrimack Street
Lowell, MA 01852



PREFERENCE MAY BE GIVEN TO APPLICANTS WITH:

1. Demonstrated experience in developing, organizing, directing and evaluating extended time programs within
an educational environment.

2. Demonstrated experience in identifying potential sources of funding, including state and federal grants that
will improve the integration of extended time services to students and their families.

3. Demonstrated experience in establishing, monitoring and expending program budgets.

4. Demonstrated ability to involve and collaborate with community agencies to share resources and information
on extended time programming opportunities.

5. Demonstrated experience in designing, implementing and conducting staff development opportunities.
6. Demonstrated ability to develop positive interpersonal relationships with staff members.
7. Demonstrated ability in the use and application of personal computers.

8. Demonstrated writing skills necessary to produce and assist with grants, reports and program evaluations.

PROFESSIONAL RESPONSIBILITIES

L.

10.

13.
14,

15.

Direct, supervise and assess the impact of all current and future extended time programs including the 21% Century
Community Learning Centers Initiative, Academic Summer School Program, Talented and Gifted Program,
Community Schools Program, After School and Other Out-of-School Time (ASOST) Grant Initiative, etc.

Maintain advisory boards, where required by grant contracts, for each of the extended time initiatives. Ensure the
composition of each advisory board is representative of the school community population.

Coordinate staff development and training activities as well as conduct regular staff meetings.

Oversee, in conjunction with the Personnel Office and principals, the posting, hiring, supervision and evaluation
of all staff including administrators, teachers, paraprofessionals, presenters, etc., for extended time program
initiatives.

Coordinate Lowell Public School extended time program offerings with local community agency offerings to
ensure that Lowell Public School initiatives enhance student academic success.

Approve and monitor subcontracted services and assure timely payments for services rendered.
Coordinate transportation needs for extended day activities.

Work with extended time personnel to ensure that program initiatives are implemented in accordance with the
goals and objectives of the each funding source (grant) and the Lowell Public Schools.

Attend meetings with the Assistant to the Superintendent to review, discuss and make recommendations regarding
extended time program initiatives.

Assure the completion of, and be accountable for schedules, forms, budgets, and record keeping procedures for
individual extended time program initiatives. Fulfill grant-reporting requirements.

Seek out additional grants that will expand extended time program offerings before and after school, in the
evening, on weekends, during school vacations and during the summer.

Coordinate extended time activities with the academic program at the school site and that tie in with Individual
Student Success Plans.

Collect and analyze data that tracks the impact of the extended time services on student academic performance.

Develop a 3 year plan that will ensure all students an equitable access to quality extended time programs and
activities.

To perform such other tasks and assume other responsibilities as the Assistant to the Superintendent may from
time to time assign.
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LOWELL PUBLIC SCHOOLS
LOWELL, MASSACHUSETTS

POSITION: COORDINATOR OF SPECIAL PROGRAMS

The primary function of the Coordinator of Special Programs is to organize, direct and evaluate all
Lowell Public School programs conducted outside the course of the normal school time and school year.
This includes all programs and activities conducted by the Lowell Public Schools that support learning,

leading to enhance academic student performance before and after school, in the evening, on weekends,
during school vacations and during the summer.

PROFESSIONAL REQUIRMENTS:
1. A master’s degree from an accredited college or university.

2. A Commonwealth of Massachusetts teacher’s certificate/license valid for service in the public
elementary or secondary levels.

3. Certification valid for service as a supervisor in the Commonwealth of Massachusetts (preferred).
4. A minimum of five years successful experience in elementary and /or secondary school environment.

5. Ability to organize, plan and support both short-term and long-term standards-based extended time
programs and activities that enhance the academic achievement of students.

6. An understanding of effective teaching practices which support the Massachusetts Curriculum
Frameworks and MCAS.

7. Experience in parental and community involvement initiatives.

8. Computer proficiency.

REPORTS TO: Assistant Superintendent for Student Support Services

EFFECTIVE DATE OF EMPLOYMENT: As Soon as possible after posting period closes
WORK YEAR: 215 Days

SALARY: As per contract

This posting will be effective as of October 2, 2009 through October 16, 2009. Applications must be
received in the Office of the Assistant Superintendent for Personnel from 8:00 a.m. to 4:00 p.m. during
this time only.

Please submit a letter of application, resume, official transcripts, copy of Massachusetts’s
certification/license, letter of reference (3) and other pertinent data to:

Susan J. Mulligan
Assistant Superintendent for Personnel
Lowell Public Schools
155 Merrimack Street
Lowell MA 01852

PREFERENCE MAY BE GIVEN TO APPLICANTS WITH:



Demonstrated experience in developing, organizing, directing and evaluating extended time programs in an
educational setting.

Demonstrated experience in identifying potential sources of funding, including state and federal grants that will
improve the integration of extended time services to students and their families.

Demonstrated experience in establishing, monitoring and effectively expending program budgets.
Demonstrated supervisory experience.

Demonstrated experience in designing, implementing and conducting staff development opportunities as well as
regular staff meetings.

Demonstrated ability to involve and collaborate with community agencies to share resources and information on
extended time programming opportunities.

Demonstrated ability to develop positive interpersonal relationship with staff members.

Demonstrated writing skills necessary to produce and assist with grants, reports and program evaluations.

PROFESSIONAL RESPONSIBILITIES

10.

1.

12.

13.

Direct, supervise and assess the impact of all current and future extended time programs including the 21
Century Community Learning Centers, Academic Summer School Programs, Talented and Gifted Program,
Community Schools Program, After School and Other Out-of-School Time (ASOST) Initiative, NCLB
Supplemental Services, Knowledge Bowl, etc.

Oversee, in conjunction with the Personnel Office and principals, the posting, hiring, supervision and evaluation
of all extended time staff including site managers, teachers, paraprofessionals, presenters, volunteers, etc.

Approve and monitor subcontracted services including the development of agreements with Supplemental
Service Providers and assure timely payments for services rendered.

Coordinate transportation needs for extended time activities.

Coordinate Lowell Public School extended time program offerings with local community agency offerings to
ensure that Lowell Public School initiatives enhance student academic success.

Maintain advisory boards, where required by grants for each of the extended time initiatives. Ensure the
composition of each advisory board is representative of the school community population.

Coordinate staff development and training activities as well as conduct regularly scheduled staff meetings to
review expectations and discuss programmatic issues and reporting requirements.

Work with extended time staff to improve the quality of these programs, purchase appropriate
materials/supplies and ensure that program initiatives are implemented in accordance with the goals/objectives
of the each funding source and the Lowell Public Schools.

Assure the completion of all grant-reporting requirements, and be accountable for schedules, budgets, data
collection, and record keeping procedures for individual extended time program initiatives including NCLB
Supplemental Services, Analyze data that tracks the impact of the extended time services on student academic
performance and tie reporting in with Individual Student Success Plans.

Attend meetings with the Assistant Superintendent for Student Support Services to review, discuss and make
recommendations regarding extended time program initiatives.

Coordinate and oversee the Knowledge Bowl.

Seek out additional grants that will expand extended time program offerings before and after school, in the
evening, on weekends, during school vacations and during the summer.

Attend all required DOE meetings/trainings related to the grants.



14,

15.

16.

Develop a 3-year plan that will ensure all students an equitable access to quality extended time programs and
activities.

To perform such other tasks and assume other responsibilities as the Assistant Superintendent for Student
Support Services may from time to time assign.

Collaborate with the District Advisory Team to ensure that programs are rigorous and the appropriaté
populations are being serviced.
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